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Chisf, Library Division 13 Pebruary 1961

i

P LT

ioting Chief, Fiscal Divisian

¥iscal dequirements for the daintenance of
Library Publication iExpense-Obligation

1. By the utiliszation of the new Purchass Order - Involoe Voucher
(Porm No. 44), and petty cash purchase procedures, the proocessing of
purchases for the library will be simplified. A blanket estimated
monthly obligatien will be established for purchase orders issued. Ais
payments are made said obligstion will be liquidated by the same amount.
Thers also will be established for petty cash purchases an estimated
obligation based upon a monthly requirement which will remain constaut,
unless revised, to the last month of the fisoal ysar at which time the
obligation will be liquidated with payments for the last month. Petty
eash payments will curremtly be applied azainst the unobligated balmnce
of the allottsd fund.

2. The smount of abligations to be reported will inelude ths total
of those items whers the preciss amount of the individual obligation is
not nowm but the best estimate of which will be shom aad subsequently
paid or liquidated by other means, such as, cancellation, correction,
etc., (22A Budget and Treasury Regulation No. 1).

3. The affect upon the procedures of other divisions within the
Agmoy will be that their internal mechmnios must be revamped to a
relative degres in order that the combined results may bo presented
accurately.

STATINTL 4. ¥ith the use of Form No. 44 and petty eash purcimses, the ob-
ligation and liquidation prooedure will Le as follows:
[}

a. AIRCHAL.GS BY FORM NO. 44

e “hligations
j (1} Monthly obligetiona will be estimated by the Library
ﬁf“ :
Lt

- o o e v

ivision at the beginning of each fiscal year. Hasis for this
estimnted smount will be available for inspestion and verification.

S (2 The estimated smount will be included in a memorandum
L o request for Obligation to the Fiscal Division for recording on
2oy che books of ascount on or befare the first day of sacsh month.

i RS . (3) In the event the necessity %o increase an estimmte
. - arises during the curreat month, sn immediate request for
Rt inorease will be forwarded to the Fisoal Division.

Yoo g3
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idgquidation of mngm

reyments

1. #1llings received from the Vendora will be immedlately
processed by the Library and forwarded to the Pisonl Divisien
for suditing md processing for payment.

& Rouhhw, information will be shown om No. 3
oopy of ‘orm Ho. 44.

be ihere the estimated cost has bean Indicatsd, at
the time the order is processsd, adjustment to actual cost
will be mmde on the No. 3 sopy of Form o. 44 snd manually
initialed by a responsibdle smployee of the Library.

8. In the event suthorisation iz granted to ship books
at Jovermment expenss, the vendor will be sdvised to submit
the KIGIRAL prepaid express receipt or, if a postage charge
is suthorised, the weight of the books smd sone of the point
from whioch shipped will be furaished. Ihe ¥,).3. poiat will
bs clearly marked on all orders.

d. It will be the responsibllity of the Library Mvigion
to forward all involices, invelving disoounts, to the Fisecal
Division in sufficient time Lo procesa the voushers.

2. Transections iamvolving pertial payments will not be
voushared on Form Wo. 44.

Hhaer

«&; “ther liquidations to the obliratien will be made by the
use of memorandum reguest for shanges.

b ULEaod BY ATHY CABYH

fi?blig:ti ons

{1} An estimmted obligation to cover petty eash purchasos for
one month will be forwarded at the beginniug of eomch fiscal year
to the iiscal Uivision for resording on the sccounting recards.

(2) HRevislons to this odligation will be mmde as necessary.
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Liquidation of Obligations

8. 7etty oash vouchers, Yorm No. 1129, will be coumpleted
and processed in sscordanee with deneral Regulations STATINTL
dated 2 Liay 1945. |

be The paynents from the Pett; Casi Fund will be recorded
as & disbursemnt without liyuidation of prior obligation by the
Fiseal Uivisiaon during the eleven monthz of the fiseal year.

¢. Patiy Uash Peyments sand other adjustmenta made during
the Tas® month of the fisoal year will be aprlied against this
obligatioa, thereby liguidatiag eaid amount.

STATINTL

VLB/mgk

cc: Procurement Office
Accounts -
Clains
FPB
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